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PERSONAL HOLI DAY AND HOLI DAY CREDI T IN LI EU OF PERSONAL HOLI DAY

This is to informyou of processes that will be run during July
2002 for Personal Holiday and Holiday Credit In Lieu of Personal
Hol i day.

PERSONAL HOLI DAY

On July 2, 2002, Personal Holiday accruals for the 2002/2003
fiscal year will be posted to the California Leave Accounting
System (CLAS). The accrual transactions (PH10) will be posted for
all full/part time and hourly intermttent enployees entitled to
Personal Holiday. If amenployee is on a tenporary separation or
serving a waiting period with an end date after July 30, 2002,
the accrual transactions will not be posted.

Enpl oyees on tenporary separations are not entitled to the
Personal Holiday accrual until they return fromthe separation.
Upon t he enpl oyee's return the agency nust post the accrual
transaction (PH10) for the nonth the enpl oyee returns.

If the enployee is on a Personal Holiday waiting period with an
end date after July 30, 2002, the accrual transaction will be
automatically posted on the 2nd day of the | eave period in which
the waiting period ends.

HOLI DAY CREDIT I N LI EU OF PERSONAL HOLI DAY

Al'so on July 2, 2002, Holiday Credit In-Lieu of Personal Holiday
transactions (HC09) will be posted for full or part-tine

enpl oyees entitled to this benefit. These transactions wll not

be posted for hourly internittent enployees, or if the enployee

is on a tenporary separation.



The In-Lieu transactions for hourly intermttent enployees mnust
be posted by the agency after determ ning how nmany hours the
enpl oyee i s due.

Enl oyees on tenporary separations are not entitled to the Holiday
Credit In-Lieu of Personal Holiday until they return fromthe
separation. Upon the enployee's return, the agency must post the
transaction (HC09) for the nonth the enpl oyee returns.

Sone enpl oyees nust serve a waiting period before receiving
Hol i day Credit In-Lieu of Personal Holiday. This waiting period
can not be docunented using the CLAS. Therefore, if the enpl oyee
is currently serving a waiting period, the agency will need to
voi d the HCO9 transaction posted on July 2, 2002. Once the

wai ting period has ended, the agency nay then post the HC09
transaction for the | eave period in which the waiting period
ends.

The Personal Holiday and the Holiday Credit in Lieu of Persona

Hol i day transactions will display on the Leave Activity and

Bal ances (LAB) report issued August 16, 2002 and the enpl oyee's
statement of Earnings and Deductions/Direct Deposit Advice for

t he August 2002 pay peri od.

If you have any questions regarding this letter, please contact
the Leave Accounting Liaison Unit (916) 327-0756.
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